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The Presenter

Project Manager, Gift Management



About The University of

Located in Houston, TX

Research Institution

Our main include the following:
- Gift Acceptance
+ Processing
- Receipting
- Records Management
- Compliance
- Agreements
« Endowment/Scholarship Reporting




What Records Do We Manage?

Our main include the following:
- Gift Acceptance

- Processing

- Receipting

- Records Management

- Compliance

- Agreements

- Endowment/Scholarship Reporting

Encompasses
Gift Processing and Records
and
Gift Compliance




What Records Do We Manage?

All of The University of Houston
System's Donor Records




Encompasses
Gift Processing and Records
and
Gift Compliance

1 Executive Director
1 Project Manager
1 Administrative Assistant




1 Executive Director
1 Project Manager
1 Administrative Assistant



1 Manager

4 Coordinators




1 Director
1 Manager

8 Gift Processing Staff

2 Students



An Overview of Mapping

The Purpase and Besisfit .\.

of Process Mapping

What is Process Mapaing?
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Reaching Your Team




An Overview of Mapping




What is Process Mapping?

Process mapping is a tool used to visualize the
inputs and outputs of a business process

Process Mapping Identifies
-

Automation
Opportunities Redundancy

Decisions

Non-Value Added vs. Duplication
Value Added Steps

oy



Process Mapping Identifies

Automation
Opportunities Redundancy

Roles
&
Responsibilities

L, Decisions
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Non-Value Added vs. Duplication
Value Added Steps




The Purpose and Benefit
of Process Mapping
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Measurable
Analysis
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Bottlenecks
EL
Vague Issues

Change
Management

Training Tool

Identifying Roles,
Responsibilities,
& and Stakeholders
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Booster
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Building
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Transparency
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Creative
Thinking

and
Innovation



our Team

Learners
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Lasm by

Learners
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Learners

Design Y
to Addr




When either training your team,
designing your process maps, or
engaging in a team building activity,




¥,
Learners

Learn by
How They Learn Characteristics Tools
Pictures Needs Quiet Time Concept Maps
Written Languages Fast Talker Outlines
Thinks in Pictures = Meeting Minutes
Likes to Sit in Front Visual Aids

Takes Detailed Notes  Color Coding



Learners

W

Learn by

How They Learn _ Characteristics Tools
Listening Speaks Slowly Record Meetings

Natural Listener Group
Tends to Repeat Things Out Loud Discussions

Thinks Literally
Reads Slowly



Learners

Learn by

How They Learn Characteristics Tools

Physical Activity Tends to Talk Slow Design Trainings

or Activities that

Participating in Learns by Doing are Hands-On
the Process and Solving Real-

Life Problems

Likes Hands-On
Approaches

Can't Sit Still Long




Learners

’

Learn by

Tools

Characteristics

How They Learn

Writing Down Prefers Written Text Handouts
Information Eni Readi
n in
and then Joys Reading Being the Note Taker

and Writing

Reading What
They Wrote

Emphasizes Text =~ Work Instructions
Based on Input
and Output




Design Your Maps
to Address the Needs of
Your Team
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Which Means Your
Might Not
Look Like This
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Go To AASP

Stay Home




AN

100 MUCH
STRUCTURE CAN
HINDER
(REATIVITY /"\
Which Means Your Map Might Look DO WAAT IS
Like This LEARNING $TY!
f-\ FOR TEAM ACTIVITIE

WORRY ABOUT PROFE

METHODOLOGY

CREATE YOUR OWN STYLE







Implementing

Implementing
New
Technology It Opens

can be Conversation
Daunting For Concerns
Process Mapping and Innovation

Walks Your
Non-Technical
Team Through the
Process

Make the

New

Technology
Less Scary
and More
Transparent It Assists
with Team
Buy-In



Process Mapping
Methodology

Types of Process

wress Mapging Basios



Process Mapping

Methodology




Types of Professiona
Process Mapping
Methodology

Focuses on

Focuses on E"”V;',i”i“"g
Quality aste
Improvement

Focuses on
Reduce Loss
and Increase

Quality

Incremental
Work and
Feedback




Types of Process

Rendered

Cross-Functional (Current and Future)

High-Level
(Top-Down)
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= A

Cross-Functional

Research Donors Prospect Management and Research

Craft Donor agrees Development 6 Communications
Proposals/Asks to terms?

Bift Processing and Records Deposit Funds

Donor Relations Stowardship



Cross-Functional

Research Donors Prospect Management and Research
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Craft Donor agrees Development & Communications

Proposals/Asks to terms?
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Gift Compliance Gift Agreements
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Gift Processing and Records Deposit Funds
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Donor Relations Stewardship




Detailed

Limited information
populates BA tracking Enter data bo GA tracking
software - FileMaker software - FileMaker

GA Staff Enters
Data in GA Draft GA Sent to
Template - D.0. for Review - D.0.
Word/Shared PDF/Shared Approval?
folder Folder/Outlook

D.0. Submit Data via
eForm - Intranet

Email D.0.
for
Additional D.0. Sends to

Information Donor for

After signatures are T
Review

obtained, deliver
original to donor

Final eDocs Printed & g:iﬁt:rf:
Documents Director Cover Memo f Support Docs &
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Limited information
populates GA tracking
software - FileMaker

Raw Data
D.0. Submit Data via Sent to GA
eForm - Intranet Staff - Email

Enter data to GA tracking
software - FileMaker

GA Staff Enters
Data in GA Draft GA Sent to
Template - D.0. for Review - D.0.
Word/Shared PDF /Shared Approval?
folder Folder/Outlook

After signatures are
obtained, deliver
original to donor

Final
Documents Director
Printed 6 Approval &
Signature Signature?
Process Begins

Enter data to GA tracking
software at each step -
FileMaker

eDocs Printed &
Cover Memo

Director for

Enter data to GA tracking
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Email D.0.
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No
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High-Level
(Top-Down)




(To'p-Down)

Gift Agreements + Deposit Funds + Stewardship

Yes

Craft Donor

Proposals/ Agrees to
Asks terms?

L
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Current
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Process Mapping Basics

@ Decision points should

N contain yes/no
possibilities and all
loops should be closed.

Activity Box That s, all arrows
should lead forward or
No  backto another step.

Yes

Arrows show the
direction/flow of
the process

|

Activity Box

M



Process Analysis

Detailed Process Workflow Analysis
Evaluation
and Design Model

Identify

Understand
Bottenecis

Selection Factors
What it is?

Ability to Fix
Source of Delay Wi reeds it Time
Rewark Due to Ervars Where do you use it} Cost Factars
Cyelo Time When da you use it?

Duglicatian EMarts

Team Cubture
Purpase and Beneflt
Unaecessary Steps

Tralning
Irpact 1o Stakeholders Resaisrees
Mstnmation Gpportenities  Why are we daing this? Impact 18 Banars
Reabe Ambiguity Cwerall Impact
Siakeholders Roles

Impact to Stakehobders




Detailed Process
Evaluation
and Design Model

Policy and Process Evaluation and Design Model

Fhase 1 Phase 2
Research and Mapping and

Discavary Analysis

Phase 6
Approval and
Emplamentatian

Phaze & Frnud bl Inpart That Could impact
Fhnnine ey or Frncess
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Phase 1

UNIVERSITY ¢

HOUSTON

UNIVERSITY ADVANCEMENT

Policy and Process Evaluation and Design Model

Phase 2 Phase 6

Phase?

Phase 3 Phase 4

Possible Inputs That Could Impact

Research and Mapping and

Discovery

Analysis

Re=d Current Policy and Map Past Policy and Process'
Process ,}
kA 4 3
Mzp Current Policy and
 Riead Past Policy and Process) Process

Planning

ally ldentify lssues with
Folicy and Procedure

h 4

[ Define the Situstion )

A 4 k. Y
‘Current Written Policy and Pr. Identify Target Audience
( Identfy Changes ) 6 = ) { A::s;molum )

L 4 A
Research Relzted CASE, 155, )
( SAMM, MAPP, and FASB ) (’“‘"'“’"""F“""
v Y

Research Any Qutside Analyze Policy Changes and
Source Transitions

Ident#y Issues with Policy and

=

Idertify Content Experts and
Interview Expert About Policy and

Identify Any Unknowns About the
Palicy and Procass

Sarah Thomas, Project Manager, v2,10.15.16

rocesswith Background Researc

v

Define Intended Owmmes
and Objectives

~

Policy or Process

staff Change
Onboarding

Training

Structure Change
Communication
Technology

Approval Process
Incorrect Audience
Incom pliance with IRS,
CASE, SAMM, MAPP, or
FASE

Due to New Policy
Change

Departmental Changes
Policy or Process too
Complex

Policy or Process too
Simplistic

Policy or Process is Out
of Date

Design

‘Work With Experts and
Stakeheiders to Redesign
Policy and Process

Evaluate Compliancy

4
Evalumte for Any Policy and
Process Enhancemants

A

Write and Map Policy and
Process

Presant Draft Form to
Experts and Staksholders as
8 Team Receive Feedback

Edit Policy and Process from
Feadback from Experts and
Stakeholders

Approval and
Implementation

Receive Leadership Approval

: Publish Policy and Procedure

Train 5taff and Stakeholders'
on Policy and Procedure

Measure

Ewvaluste Policy and Process

Cleanup

Establish Any Cause and
Effects from Changes of
Policy and Procedure

r

Research Long Term Impacts
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Workflow Analysis

Identify
Bottlenecks
Source of Delay
Rework Due to Errors

Cycle Time

Duplication Efforts

Unnecessary Steps
Automation Opportunities
Role Ambiguity

Stakeholders Roles

Cause and Effect

Understand
What it is?
Who needs it?
Where do you use it?
When do you use it?

Purpose and Benefit

Impact to Stakeholders

Why are we doing this?

Selection Factors
Ability to Fix

Time

Cost Factors
Team Culture
Training
Resources
Impact to Donors
Overall Impact

Impact to Stakeholders



Applying
to Implement a
and an

in
Gift Processing and Records

Changing the Culiure.




Applying
to Implement a
and an

in
Gift Processing and Records
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- The University of Houston, Office
Overview of Gift Processing and Records
has embarked on a 3 year

The process started to simply to review, update, and
streamline policies, procedures, and processes

But resulted in , changing the
, and to improve
their processes

And an

CURRENTLY



Our Goals and Objectives

our Gift Processing and Records
procedures and processes by deploying process
mapping techniques

Change our by challenging staff to step
outside their comfort zones and think creatively

Use process mapping as a and training
exercise

Develop process mapping techniques that would

Deploy to streamline processes




The Changing World of
Gift Processing and Records

Gift Processing and Records Must Know the Following:

DETELENS
Advacment IRS System

Service
Standards

PMI

_ Information
(Pru.ecl;gugszﬁgemem Secu rity

Basic IT

Your State's
Records
Management
Programs



Changing the Culture

Why

To have the team to adapt
to the changing trends in
the field of Gift
Processing and Records

To spark innovation and
harness creativity

To have the team
embrace utilizing
technology in their daily
processes to increase
efficiencies

How

Create a transparent
environment and encourage
everyone to question
everything

Enhance team buy-in by
involving them in creating
the plans

Conduct Weekly Process
Meetings




Question Everything!

If we don't know we do something,
then question the process!




Of Course Process Mapping




Starting the Process
for Improvement

Preliminary Research Developing Our Factors for
Selecting a Process to Focus On

(3) Partielpant Observation

@ Interviewing Staff

Rewviewing University, State, Federal, and Industry
Standards
@ Rewiew all Departmental Wark Instructions,

Policies, and Previous Process Maps Align with our Impack of Big Bang Factor
Priorities Inefficiencies
() staff Role Analysis

@ Time Study




Preliminary Research

@ Participant Observation

@ Interviewing Staff

@ Reviewing University, State, Federal, and Industry
NELLET S

. Review all Departmental Work Instructions,
Policies, and Previous Process Maps

(5) Staff Role Analysis

. Time Study




INarne: Linda Lee

GPR Time Study

8/10/2015 8/11/2015 8/12/2015 8/13/2015 8/14/2015

7:00-7:15

7:15-7:30

7:30-7:45

7:45-8:00

|8:00-8:15 Receipting Process: Receipting process: Receipting process: Receipting Process: Receipting process:

I8:15-8:30 Printing Reports and " * Large Number of Receipts

I8:30-8:45 lournals Due to the ATH Batches

I8:45-9:00 Verifying Batches and

I9:00-9:15 Inserting People Soft Journald

9:15-9:30 Printing Receipts

9:30-9:45 &

]2:45-10:00

10:00-10:15 |Verifying Receipts

10:15-10:30 &

10:30-10:45 Process July Payroll Deductign batches

10:45-11:00 |Folding and Stuffing Reviewing Campus Processing ATH Batches

11:00-11:15 |Receipts and Taking Payroll Deduction Report

11:15-11:30 |Take the Mail Room for JUNE 2015




Developing Our Factors for
Selecting a Process to Focus On

Align with Our Impact of Big Bang Factor

Priorities Inefficiencies




Our Steps for Improvement

Our General Method to Process Mapping

Preliminary Research
Selecting the Process

Our Gift Handling Process

Team Process Mapping
The Gift Handling Process

1 - Batch S ing Pain Point
Previous Scanning Process atch scanning Fain Foints




Our General Method to Process Mapping

T

Conduct Ild entlfy Identify
nputs,
Select Process el | preliminary — Propcess, ———Jp Process Owners
Research and Output

Inputs — Process —p Outputs

. Identify Ldentify — Identify
ntersection Design Ma ‘ rocess
Points <_ 5 P Boundaries Stakeholders

Design

Identi
Inefficiegies , Improved —p Implement ﬁ Measure

Process




Selecting the Process

The first process we chose to analyze was our gift
handling process to focus on batch scanning



Preliminary Research

We Needed to
Partner With
UH Record
Retention We Were Batch
Scanning on
This

6 Months
Behind on
Batch
Scanning

Staff Manually
Searching for
Batch Files






Team Process Mapping
The Gift Handling Process
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Our Gift Handling Process

University Advancement
Gift Processing and Records
Gift Handling- Checks/Cash Process

PR Starts Processng Frocess Cash Dep asits

UNIVERSITY of

HOUSTON

GPR™ rerieves gt either

from three UH PO Boses
Fo—" / o by FedEx
Boamtan

/
Donor donation

& maled to UH
GPR* PO baxes

sl graned financial
employeein
departmant scany’
copias chack
2. Printsand
eampletes s GTF
form
2 Sealsgift in
deposit bag
4. Submitsonline
Police Transmittal

Form
Chadk iz

handed/mailed
toDO*
[may induda
sfidtation
form)

1.D0" or desgnatad
firancial employee
logs Inio Bank of Amearica
(B ) site
2. Enter chack information
into BoA®
3. Scan check
4. Submiz check info into

5. Fil out Depasit Def ault by
Account Report
6. Complete GTF"
7. Netify GPR® by email

WA® -Universky Advancement
DO*-Development Officer
BoA*- Bank of America
F*-Gift Transmitml Form located on tha Inranet
GPR*Gift Processing and Records
DASC*-Denor Alumni Stewardship and Communications

Sarah Thomias, Projec Manager of Gift Managemant, VS, 10/20/2015

/ME%

1 Separate the cash from check gifts
2. Three GPR* Gift Processors
SEparales, COUNLE, 3nd fview cash gifs
3 Complete Cashiering Form
4 Sort batch by campus and non-
endowmants
5 Maximum of 25 gifs per bach
& In Aduance creats banch he sder with

totsls, check deposit date, and
Devalcpmant Batch code

7. Place =nd sez| cashiering form znd
cash in depesk bag

1.GPR* securesthe
roam= all handling of
£t should be dora
within the corfinesof
the UA® vault
2. GPR® checks GPR
email for scanned gits

/ 3. Ravisws GTF* ano
check for arroms o
E Place deposit bag in safe o secure

—_—
@ 5. Submisonline Police cazh

1GPR® reviews end signs Transmital Form to: 9, Print batch .rad.,

H® Podce Pk Ly

piciz up relepss from UH*® Police sand
checks/ 2. Records received (date/ Endowments treasury
documants Timay
deliversto ERP1 1o *GPR 1

1. Submisonling Folice
Trensmittal Form to rewrieve
and tranzport cash o UH®
Cashiaring
Submies oriine Falies 2. Set times for cash pick up
Transmittal Form to retrieve s fram 12:00FM to 1-00FM
and transport csh to UH*
Treasury

U* fnan bt g Senas 1 Bamk

1 Twe-GFR* Gift Processors separste,
court, and review chedk gifts
2. Sont batch by ampus and organize
checks by physical 522 and non-
Engdawments
A Madmum of 25 gFts per batch
4. In Agvance create batch haader with
teals, check deposit cawm, and bavch
code
5. Logs into BoA* site
& Enter check information into BoA®
7. Scan chadk
8. Submi check infe into BoA®
9. Fill ut Deposit Detad by Account
fepart
10. Prire batch header and Deposit
Dafauli by Account Report
11. Place scanned chadks in vauk and
shred sfter 2 weeks

1. Merey i deposited
into tank
2. UH® Treasury bs sem
daposit report

Gt Processor updates batch
with bio dewils, 1D, Cost Crr,
Amt, Appesl Codes, and
Dates)

Allpatches and doc will be
reviewed and approved

Corrections,
if Adwance
Error it
Repored

Nt Doy

e

N

1 Fiein GPR* for 1 year

1 Scan batchto UA®

Bex/prepere for moprds mmntion sarver

2. Send GPR* and original

1 Create 2 DVDs at

documents the end of the yaar

to Record Retention for 3 years

|
N

1. Adwanca will sand Error gmail
2, Review arror emails
3. Send back to Gift Processoq, f an Ervor k5
reported
4. Validate batches processed = # closed

5. Print t3x racsipts and scknowledgement latar

6 Mail t@x receipts and acnowled gement |atter
todonors

1 Advonce extracts dosed batchas
2 Verifias header to batch deta
3. Pestsbateh dats 1o donorsrecordsl
Manually
Full [ViD, VIF, Over §25k]gF1s
for Stewardship

4 Endowmentsreceived r2por & sent o
DiAsC




Previous Scanning Process

- 1. Prep l?atcheds i 1. File in GPR for 1 year and
(Remove staples and clips) then box/prepare for records
2. Scan batches to UA server ratention

2. Store in Records Retention
for 3 years




Batch Scanning Pain Points

Role Ambiguity

Ownership Over
Batch Scanning and Our Technology
Understanding
Everyone's On Average it Took 20
Interaction Min. to Scan a 50 Page
Batch with a
Multifunction Scanner

The Process Itself

Not Well Defined
Department Policy
A Specific Training
for Batch Scanning

Quality
Assurance

Record Increase
Checks and
Balances




Record Increase

250000

200000

150000

100000

50000

2012 2013 2014 2015 2016

® Gift Transactions




Improving The Process

Purchase a Scanner

with the following requirements

20 Barcode
Musltiphe Sines

TWATNAISTS 1. Designing 3 Bateh Seanning Pracess and Mag
AL Laast 300 dpi 3. wiew Istitutional, State, and Fedursl

Optical
Character
Recegnition

Color Imaging
7. Dusigning a Docs

Preparing Staff for Change

Out with the old and in with the new




Purchase a Scanner

with the following requirements

2D Barcode . .
Multiple Sizes

TWAIN/ISIS
At Least 300 dpi

Optical
Character :
Recognition Capacity of
g 200 Sheets Packaged
Imaging
Software

Color Imaging

Daily Duty Cycle of

Scanning Speed at Least 15,000
of at Least Pages
90 ppm and

180 ipm



Team's
About Document

Ok, I am Not
Comfortable
With This!

Ok, I am Comfortable
With This as Long as I
Don't Have to Use it

Ok, It's Just a
Scanner!

Oh, This is Pretty Cool!




Implementing Technology

Out with the old and in with the new



Developing an

1. Designing a Batch Scanning Process and Map

2. Review Institutional, State, and Federal
Standards
3. Design Electronic Record Management, Scanner, and
Document Imaging Training

4. Assign Roles within the Electroinc Records
Management Program
5. Design a Batch Certification Checklist

6. Start Scanning Batches Daily Starting in FY17

7. Designing a Document Management Policy



Pre-Prepping Process

Step 1: GPR staff reviews the

batch for any confidenhal

informafion and redocts the

following:

+  Credit Card Numbers

*  Social Security Number

*  Driver's Licenses Number

» Checking Account and
Roufing Number

+  Birthdate

Step 2: Ploce documents in the

following order

1. Joumal Entry

2 Batch Header

3. Deposit Summary

4, Receipt Orderwith Summary

5. Proof Report

Note: Proof Reports should only
be included forHPM. Payrell and
Athletics. There s not o document

ord er for batch modificafions

Step 3: After the receipfing
process, baiches should be
placed in the “To Be Scanned
Draw"

The Document Imaging Process

UNIVERS

ot Lt

The Office of Gt Processing and Records
The Document Imaging Process

The Prepping Process

< —a

Step 1: Login info Paper Stream

Step 1: Remowe staples and
paperclps

Step 2 Removwve sticky-notes that
are not needed ond any papers
that should not be included in the

batch. Batch must hawve any

documentation that relates to the

following:

« Comrespondence
+  Agreements

*  Batch Information

+  Requests

* Contracts

* Guidance Documents

Step 3 Review documentforany

information that must be
redacted ond the document
order

Step4: Place "Batch Cerification
Checklist" in folder, count pages
in bateh, place batch numberen
top, place batch number on top,
check off the completed steps,

and sign

Step 5: Hand to the peron who

willscan

Start The Scanning Process

Capiure

Step 2: The review prepamafion
process

Step 3: Place file folder with batch

facing down, horzontalto the
scanner, the smaller papers on
top, and press scan

Step 4: Review scan for quality.
remove blank pages. and rotate

pages fo comect angle

Step 5: Review scan for quality

remove blank poges. and rotate

poges fo comect angle

Step &: Verify sconned poge
numbers

Step 7: Verify that the electronic
document & occesble and that

the file can open

Step 8: Elecironicaolly sign
document

Sltep 9: Stamp folder “Scanned”

Step 10 Hand to the peron who

reviews the baiches

Review and Release Scan

Step 1: Staff reviews the batch
and checks the baich against the
electronic decument for emors
and compliance

Step 2: After reviewing the
electonic document, staff
electronically signs the “Batch
Cerfificafion Checklist”

Step 3 Stamp folder “Approved”

Step 4: Place file in filing cobinet



Batch Certification Checklist

UNIVERSITYof HOUSTON UNIVERSITY ADVANCEMENT

Batch Cerfification Checklist
Bateh Number: Total Pages:

Preparation

O Paper and binder clips have been removed

O Any objects that are obsirucfing the document information has been opproved and been removed

O Social Security Number. Drivers Licenses. Birth Date, Checking Account Number. and Credit Card
Number has been redacted

O Pages of the batch has been counted

O The batch has been placed in the following order:
1. Joumnal Eniry
2. Batch Header
3. Deposit Summary
4. Receipt Order with Supporiing Documentation
5. Proof Report Note: Proof Reports should only be included for HPM, Payroll, and Athletics

| hereby cerlify that this document has been prepped according to The University of Houston and The State of Texas
Standards.
- " - Mh'

Document Imaging

O The preparation process has been reviewed before scanning the document

O The image is of exceptional quality. blank pages have been deleted, ond poges are rotated in the
correct fashion

O The batch fitle has been reviewed within the FJ Shared Folder
O The page numbers has been verified

O The electronic document has been verified that it is occessible and thot it can be open

| hereby certify that this document has been reviewed and imaged according to The University of Houston and The State of
Texas Standards.

Signaf Date:
Review
O The document has been reviewed for compliance and quality assurance

| here by certify that this document has been reviewed according to The University of Houston and The State of Texas
Standards: therefore, this electronic document is the official government document from hence on.

Signature: Date:

Sarah Thomas, Project Manager, Gift Management, 8/31/2016




Prepper

- Reviews for compliance standards
- Redacts confidential information

- Removes staples and clips

- Ensures that the batch has all the
correct correlating documentation
- Organizes batch in correct order

Electronic Records
Management Program Roles

- Scans documents
- Page numbers have been

- Quality of image
- Batch title review
- Check electronic file to

Scanner

verified

make sure it opens

Compliance Officer
and Administrator

- Ensures program is aligned
with institutional, State, and
federal standards

- Administers all document

imaging software

Reviewer

- Reviews the batch for compliance,
quality of image, page number, file
name, the file can be located, and
the file can open







Challenges

Batch prepping time has increased due to the new quality assurance
techniques deployed

The "Sticker Situation"

Getting out of the mindset of "Well this is the way we always have done it or we tried
this 7 years ago or scanning is just not important"

Getting staff comfortable deploying a small technology implementation project to
be prepared for a "much larger" technology project

Understanding that batch scanning is just not scanning paper but it's a part of a
Electronic Records Management Program

New Staff vs. Well Seasoned Staff
Tech Savvy Vs. Not

Change is not overnight

The process is very long and time consuming




Results

Document imaging of batch documentation's quality
assurance has increased

Staff no longer have to cut and paste documents together for the
scanner to accept

Batches are scanned within the 8 hours after batch has closed

Team building, process mapping, and trainings have made the team
feel more comfortable utilizing technology and have enhanced their
skills

Staff feel more empowered and engaged since deploying process
mapping and team activities




Also......

Process mapping has helped us configure our
document imaging software to increase the
scanning efficiency and automate the scanning
process

We now have configured the scanner to extract the
batch number from the Batch Cover (Using OCR)
and then auto populate the document name

Then it automatically sends the file to the correct
shared folder

We are currently using patch code separators to
scan multiple batches at once




How te Contact Us




Questions




How to Contact Us

Sarah Thomas
, e ol | i
srthomas4@uh.edu
713-743-7945

FIND ME ON LTNKEDIN




